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RD I nstruction 2006-K

PART 2006 - MANAGEMENT
Subpart K - Reports Managenent Program and Control System
§2006. 501 General

This Instruction sets forth policies, responsibilities, and genera
procedures for the nmanagenent and control of reports in the Rural Devel opnent.
The Reports Managenent Officer (RMJ), Director, Infornmation Resources
Managenment Division (IRVD), will establish and maintain the report nanagenent
program and control system for the Agency. Exhibit A provides a description
of types of reports covered by this Instruction. Exhibit B provides
descriptions for reporting requirenents exenpted fromthe procedures
established by this Instruction. Exhibit C provides a description of the
reports control records and the docunentation maintained for all reporting
requi renents. As part of the reports nmanagenent program and control system
requests for new or nodifications to official Rural Devel opnent autonated
systens involving reporting requirenents as well as requests for autonated
recurring reports will be approved in accordance with procedures established
by RD Instruction 2006-T.

§2006. 502 Definitions.

Form Any docunent, including |letters, post cards and nenoranda, printed

or otherw se, reproduced with space for conpleting informtion,
descriptive material, and/or addresses.

Paperwor k Reduction Act of 1980. The Federal statute requiring Federa
agencies to obtain the approval of the Ofice of Managenent and Budget
(OvB) of proposed information collection requests before reports or
records are requested fromthe public (e.g., ten or nore persons,
corporations, organized groups of individuals, State, territorial or

| ocal governnments, etc.). This clearance will be obtained fromthe
General Services Staff, Head, Paperwork Management Section as the Agency
OVB Cl earance Control Officer.

Report. A report is data and/or information, generally summarized, which
is transmitted for use in determning policy; planning, controlling, and
eval uati ng operations and/or performance; or preparing other reports.
This data and/or information may be narrative, statistical, graphic, or
in any form which displays the information in a nmanner suitable for
review and analysis. Data may be processed manual |y, automatically by
data processing systems, or a conbination of both systens.

DI STRI BUTI ON:  WSDC Adm ni stration
Managenent
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§2006. 502 (Con.)

Report control synbols (RCS). A classification code assigned to al
reports which consists of a letter indicating the origin followed by a
three digit nunber.

Reporting system All processes involved in preparing a report,
beginning wth the data collection forns through the preparation of the
report.

§2006. 503 The report managenent and control system

Program and managenent officials at all levels in Rural Devel opnent need
dependabl e informati on to neasure the effectiveness of existing prograns, to
establish policies and procedures, and to meke decisions. Reports provide a
significant anmount of this needed information and are the backbone of the
system whi ch current progranms and plans for future prograns are directed. In
Rural Devel opnent, reports will be systematically planned and controlled in
order for information collected to be accurate, adequate, and neani ngful to
nmeet Agency needs. The report managenment and control systemis designed to
extend fromoriginal input docunments through the data collection systemin
order to help managers carry out their responsibilities. By providing
reliable information through a report nmanagenent and control system which
maxi m zes econony, uniformty, and sinplicity, the follow ng goals will be
achi eved:

(a) Reduce reporting burdens inposed on field staff;
(b) Elimnate nonessential reports and i nformation;
(c) Conbine and sinmplify reports whenever possible;
(d) Integrate reporting systenms when feasible;

(e) Reduce the frequency and distribution of reports to the mninmm
required for sound operation

(f) Provide reporting that conpares progress with stated program
obj ectives;

(g) Provide automated reports, including transmi ssion to renote
termnals, as applicable and cost effective; and

(h) Create and maintain a reports managenent index systemidentifying
data el enents by program report, and the form which generates the data.
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§82006. 504 - 2006.506 [ Reserved]

§2006. 507 Reports cl earance procedures.

(a) New or revised reporting requirenments nust be processed and approved

in accordance with this section. Each reporting requirement will be
revi ewed for need, useful ness, adequacy, alternate availability, and
econorny.

(b) Ofices and/or organization units requesting new or revised
reporting requirenents will submt Form AD-368, "Report Analysis and

Cl earance Sheet,"” or RD Form 2006- 15, "Request for Automation", to the
appropriate Informati on Systens Managenent (I SM organization as
prescribed in RD Instruction 2006-T with all supporting docunentati on;
proposed format; forms; and pertinent |aws, directives, or regulations
requiring subm ssion of the report. Form AD-368 will be used for new or
revised reporting requirenments requiring the State, District, or County
Office to prepare a witten report which does not exist. RD Form 2006-15
will be used for new or nodifications to official Rural Devel opnent

Aut omat ed Systens (as applicable) listed in the unnunbered letter issued
periodically by the Assistant Adm nistrator for Information Systens

Management (AAISM. Requests for cancellation of reports will be
subm tted on Form AD-368 to | RMD. Requests for reports which qualify as
"exenpted" will be processed in accordance with the procedures descri bed

in Exhibit B of this Instruction. Energency Requests for Automation nust
nmeet the requirenents defined in RD Instruction 2006-T. (NOTE: Wen
requesting data fromany system refrain fromrequesting duplicate

i nformati on or information which could be obtained fromother reports).

(c) Ofices and/or organization units requiring a report will prepare
Form AD- 368 conpleting the formas directed on the reverse side of the
formexcept for itenms 1, 15, 16, and 19. |If the new or revised report

al so requires the issuance of forms, directives, or instructions, the
request package nust contain Form RD 2006-6, "Cl earance and Routing of
Rural Devel opnent |ssuance,"” and the necessary procedural and cl earance
material for submission. State Ofice subnissions will use Form RD 2006-
3, "lInstruction and Form Justification,” for clearance of forms and

i nstructions.

(d) The conpl eted package should be forwarded to | RVMD for review of the
new or revised reporting requirenment. After review and approval of the
subm tted package, a RCS will be assigned. The RCS consists of a letter
followed by a three digit nunmber indicating the origin and frequency.
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§2006. 507 (d) (Con.)

(1) Oigin: Nati onal O fice
Fi nance O fice
State O fice
District Ofice
County O fice

oounmz

(2) Frequency: One-Tinme Reports 000 series

Daily Reports 100 series
Weekly Reports 200 series
Bi nont hly Reports 300 series
Mont hly Reports 400 series
Mont hl y Reports 500 series

Quarterly Reports 600 series
Sem annual Reports 700 series
Annual Reports 800 series
As Required Reports 900 series

The RCS initially assigned will be used to identify the report when
publ i shed or when any information is subnmitted in connection with the
report.

(e) Requests with an assigned RCS will be initially reviewed by | RVD,
Statistics and Reports Branch (SRB). These reviewed requests will be
forwarded to the RMO for consideration and approval. |[If the request is
for an automated recurring report, the RMO nust forward the request on
Form RD 2006-15 to the appropriate | SM organi zati on as prescribed in RD

I nstruction 2006-T. The forwarded request will be considered approved;
however, any additional or significant changes occurring during

devel opnent will require approval by the RMO

(f) The initial review by IRVMD of the requests will ensure the
requesting organi zati ons have adequately justified the need for
collecting the data and the use of the data once collected. In addition,
the requesting organi zations will keep the nunber of offices required to
submit reports to a mninumthrough use of statistical sanpling, if
feasi bl e.

(g) Upon approval of the reporting requirenent, IRVMD will notify the
requestor(s). |If a request |acks sufficient justification, 1RVD will
return the package to the requestor for additional information or

reconsi deration of the requirenent.
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§2006. 508 Chall enge reporting requirenents.

Recommendati ons chal | engi ng approved reporting requirenments should be
submtted to the RMO. Recomendati ons nay be submitted by any individual such
as the recipient of a report, the initiating office, Congress and/or a program
office(s). These recomendati ons nust docunent the reasons for chall enging
the reporting requirement. Reasons mmy include, but are not limted to:

The reporting requiremnment:

(a) 1s overly cunbersone;

(b) Has lost validity or currency;

(c) Requests information which is not avail abl e;

(d) 1Is too costly;

(e) Is of questionable value; or

(f) 1s presented in erroneous format.
Chal l enges to Departnental, interagency, or congressional reporting
requirenents will be submitted through the Agency RMO to the Departnental RMO
The Departnental RMOwill insure the challenged i ssues are resol ved.

§2006. 509 Revi ew of reports.

A conprehensive review will be nade by IRVD of all reports to be
submitted or required by Rural Development. During this review operating
officials will be required to reaffirmthe continued need for each report and
to make inprovements where needed. Form AD-367, "Reports Evaluation
Checklist" will be conpleted by the operating official and/or organizationa
unit responsible for the review. Recurring reports prepared by the field
office as a result of Form AD-368 will be reviewed at |east every year while
automated reports including those reports which are both nanual and automated
will be reviewed every 3 years.

§2006. 510 Retention of reports.

Copi es of reports will be nmmintained by IRVMD in accordance with an
established reports disposition plan in the National Ofice. The reports
di sposition plan has taken into consideration Departnmental requirenents for
archi ving agency reports. Specifically, the retention period will be at |east
10 years for obligations, applications, delinquencies and wite-offs.
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§2006. 511

(a)
RMO.

(b)

Reports Managenent O ficer (RMO).

I ncunbent: The Director, |RVD or designee will serve as the Agency

Duties and responsibilities:

(1) Establish and maintain a report managenent and control system
whi ch includes standards and procedures for the:

(i) Ildentification of managenent information needed for
pl anni ng and control; and

(ii) Initiation, identification, periodic review, preparation
and distribution of Rural Devel oprment reports;

(2) Mnitor reports submtted by, to, or within Rural Devel opnent
to determine the possibilities for nodification or elimnation;

(3) Miintain a current reports managenment index system for al
Rural Devel opnent reports 1ncluding copies of clearance forns,
justifications, and supporting docunentation, and annually publish
an index of all Rural Devel opnent reports;

(4) Provide essential managenent information concerning the nunber
and types of reports in use and the estimated cost of obtaining,
usi ng, and mai ntai ning current reports;

(5) Monitor reporting requirenents on a continuous basis;

(6) Miintain liaison function with Departmental staff offices,
National O fice, Finance O fice, and other agencies;

(7) Provide assistance to State Ofices regarding field office
reports managenent prograns;

(8) Provide training and technical assistance to program managers
and ot her Agency staff;

(9) Report to the Departnmental RMO any interagency reports which do
not carry an Interagency Reports Control Nunmber; and

(10) Establish internal controls to assure conformty wth
Departmental policies and standards, including adequate systens for
reviewi ng, clearing, costing, and controlling reports.
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(c) The Statistics and Reports Branch (SRB). The primary operating
support for the reports managenent functions of the RMOw Il be SRB
Managenment and operating officials at all levels will be responsible for
determ ning the necessary information needed to nmanage their operations.
When a need for additional information exists, SRB should be contacted
prior to devel oping the new report request. |Inquiries concerning the
operation of the report managenent and control system program should be
directed to the RMO

(d) National Ofice. The National Ofice division and staff offices

will provide the RMOwith the necessary information about their
respecti ve areas when requested. In addition, each of these offices
will:

(1) Support each new or revised report by a directive establishing
i nstructions for preparation and subm ssion;

(2) Notify the RMO of any discrepancies in reporting systens in
operation as evidenced by inconsistent data, incorrect report
formats, requests for clarification of instructions fromfield
of fices, etc.; and

(3) Ildentify reeds for data which are not being satisfied.

(e) Finance Ofice. In addition to the responsibilities listed in
paragraph (d) of this section, the Fiscal & Accounting Division, Fisca
Accounting Branch, and Fi nancial & Management Report Section (FMRS) wil |
assist the RMO for the purpose of inplementing the reports management and
control system FMRS will provide the RMOwith the necessary information
about its respective areas when requested and wll:

(1) Notify the RMO of any report which does not have a valid RCS
(2) Institute new reports when approved and assi gned an RCS By the
RMO, and

(3) Respond to requests for new or revised reporting requirenents
after the request has been approved by the RMO

Fi nance O fice reports will be maintained in accordance with established
i nternal operating procedures and will be updated on a yearly basis.
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§2006. 511 (Con.)

(f) State Ofices. These offices will respond pronptly to requests for
information fromthe RMO. In addition:

(1) Notify the RMO of any new or revised reporting requirenents;
and

(2) ldentify needs for data which are not being satisfied.
§82006. 512 - 2006.550 [Reserved]

Attachnents: Exhibits A B, and C.
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Exhi bit A

Report Descriptions

New or revised reporting requirenents are required in order to assure the

cont

nui ng effective managenent of the Agency. The Agency mmy receive

requests for information fromvarious sources. The follow ng types of reports

will

be processed in accordance with procedures established in §2006. 507

except for the reports listed in Exhibit B

1

2.

10.

Congressional report. A report required by Congress;

Departmental report. A report required by one USDA agency or staff
office to be submtted by one or nore other USDA agencies or staff
of fices;

Feeder report. A report required for providing informtion needed in
preparing other reports;

Rural Devel opnent Agency report. A report prepared and solely used by
Devel opnent ;

I nt eragency report. A report required or prepared by an agency

outsi de Rural Devel opnent to be submitted by or to USDA agencies or staff
of fices. Under certain circunstances, an interagency report may al so be
subj ect to the Paperwork Reduction Act of 1980;

One-tinme report. A report prepared for a special request, one-tine
only, for one or nore activities;

Public report. A report required by Rural Devel opnent for a non-Federa
government, business, institution, groups or individual and is subject to
t he Paperwork Reduction Act of 1980. Reports for Federal agencies,
instrumentalities and enpl oyees are also included if they call for
information to be used for statistical conpilations which will be of
general public interest;

Recurring report. A report required at established frequencies
needi ng repetitive preparation, in whole or in part;

Situation report. A report prepared on a specific event, situation
at occurrence or at established frequencies. One or nore subm ssions
during a stated period of tine may be required; and

Exenpted report. A report nornally exenpted fromthe provisions of
this section (See Exhibit 8).

00o
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Exhibit B

Exenmpt ed Reports

Requests for new, renewed or revised reporting requirenments may be exenpted
fromthe procedures established in RD Instruction 2006-K, 82006.507. These
reports include:

1. I ndi vi dual personnel transactions docunents, individual supply and
procurenment transactions, etc.

2. Comments requested on proposed texts, responses to audits and
i nvestigations, prepared statenents for Congressional hearings, and
Congressional and O fice of Managenent and Budget requests for views on
pendi ng and proposed | egislation

3. One-tinme or situation reports authorized by the Agency's top
managenment officials requesting data from subordi nates that does not
duplicate informati on available in some other manner, such as information
presented in narrative formfor research findings, technical sunmaries,
speci al studies or projects;

4. One-time reports that are derived fromindependent systens such as
Rural Community Facility Tracking System (RCFTS), Milti-Fam |y Housing
Information, Status, Tracking & Retrieval (M STR), Automated Milti -
Housi ng Accounting System (AVMAS), etc.

5. Internal Finance Ofice reports used solely for system bal anci ng and
account servicing purposes; and

6. Reports requesting data under the Freedom of Information Act (FO A).

Requests for exenpted reports will be submitted to the Agency RMO. | RVMD will
performthe necessary reviews ensuring the request neets the exenpted

criteria. Once the request has been reviewed, witten approval will be

granted by the Agency RMO with notification being sent to the requestor. A

copy of the witten approval will be filed with the Report Control Records.
000
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Exhibit C

Report Control Records

Farmers Home Administration is required to maintain control records on al
reporting requirenents the agency originates. |IRVMD will carry out the
responsi bility under the direction of the RMO. The records are to include:

1. A current reports managenent index systemof all reports required to
be submtted by and to Rural Devel opnent;

2. A copy of each report clearance form (including cost data) and ot her
supporting docunentation;

3. A copy of the directive or instruction which establishes the report;
4, Any form(s) associated with the report;

5. The |l atest edition of the report (or sanple pages for vol um nous
reports); and

6. A copy of all evaluations nade on the reports submitted by and to
Rural Devel opnent.

The index of reports will be published annually. The reports control records
will by maintained in such a nanner for availability and reproducti on needs
and for systematic reviews, analysis and appraisals to be perforned as
required. A copy of the index will by provided to the Departnental RMO after
publication. |IRVMD will establish a distribution list to include all Division
| evel s and special requests.
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